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Analyzing an Exhibit 300 in WorkLenz

This WorkLenz guide outlines the process for analyzing an Exhibit 300 in WorkLenz.
This includes reviewing Exhibit 300 answers and analyzing the scores using the Exhibit
300 Scoring Report. Use this guide in conjunction with the WorkLenz Version 4.5
Training Guide to learn about project portfolio management in WorkLenz.

Before beginning, below is an overview of the taxonomy, or structure, of United States
Department of Agriculture (USDA) data in WorkLenz. This structure will help you identify
the appropriate level in WorkLenz at which to find your investments.

Portfolio level in WorkLenz dle DIl of
Agriculture
|  Program level in WorkLenz Agency Offices |
| Project level in WorkLenz Investments |

Accessing WorkLenz

WorkLenz can be accessed at http://worklenz.usda.gov. Log into WorkLenz using your
assigned login and password. Your login is the first initial of your first name and your
last name. For example,

Name: Brenda Smith
Login: bsmith

Your initial password is ‘passwordl.” You will be prompted to change your password
after logging in for the first time.

3

3222 N Street, N.W., 5" Floor, Washington, DC 20007
T 202.965.9500 F 202.965.7600
www.metier.com



Ll -
metier
Navigating to the Assessment
1. After logging in, the splash screen will be displayed for a few seconds and you

will be taken to the portfolio summary screen (Figure 1). Click on the project icon
to view the project list screen.
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2. Select an investment by clicking on the investment name. You will be directed to

the project summary screen for that investment (Figure 2). Click ‘Admin’ in the
Actions bar.

4} workLenz - Project Summary - Microsoft Internet Explorer

Flle Edit Miews Favorites Tools  Help

@Back - \} - |ﬂ @ ,_;:' | /':j Search *Favorites e\Media @‘ [_::J:' ':5\3" i_L_ é% -‘3
Address I@

WorkLenz (filiRysehamitd

lag rPr

ment Control 0l £} &
Reports  Personal  Support  Logoff

roject Lasst Update : 08-05-2004 at 12:36 PM

ACTI

5 @ Update tlow 2 Edt @ Delete @ News i e e o
EH: Dependencies & Risk Motes - o
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Estimated Start Date 10-01-02 [#H-REG: Cost Planning
Actual Start Date 10-01-02 [E-REG: Design
ﬁ Forecast Snapzhot [H-REG; Development - Develop Y06 supporting documents
a H-REG Development - Izsue FY 2006 budget review call memo
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-REG: Opperti - I i kL hi ritrol
DUMIE - Perscrinel Expense To Date 5501800 | |7 R SR e L N B B L PR R
DMIE - Cther - DOD OMLY Experse T... $0.00 FH-REG: Operations - Monitor agency-level implementation of YorkLenz
DME - Intra-Govs Payments Expen... ¥0.00 [-REQ Operations - Maonitar YWarkLenz support contractars
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Plemmir e Bt L ennn_ B B H-REG Operations - Provide sunnorting documents to asencies and nortfi
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3. From the administration screen (Figure 3), click the ‘Assessments’ link to view
the assessment list screen. WorkLenz uses assessments to create
questionnaires about projects. The Exhibit 300 is one of many assessments
available in WorkLenz.

3 WorkLenz - Project Administration - Microsoft Internet Explorer

File Edit ‘iew Faworites Tools Help
@Back - 7-..‘_9 - |ﬂ @ \_;] | ;_1 search ‘{\? Favorites @Media {Z‘}‘ L’_:Y "‘_\f E J% :’i
Address I@
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@& Portfolic Program  Project  Phase Tash
Reports  Personal  Support  Logoff

Dependencies

You will be unshle to creste some of vour tems if any of the following are
unchecked. Contact your Portfolio Administrator for assistance.

Person & Security
Project Team Members Project Roles

Project Teams
- People v Roles v
Definitions

Strategic Intistives Benefits

Team Types v

Responsibilities

It is suggested that you creste these tems inthe following order;
17 Project Roles v 21Project Teams «°

31 Project Members «

Azzessments Matifications

Custom Fields

Custom Field Types Custom Field Selections
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Task Title Management Baszelines

Microsoft Project mport Microgoft Project Export Portfolio Administration
Program Administration

Leave Project Admin

News

Project Mews

v Project Analyst Area

métier | work forward
Figure 3
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Assessment List Screen

4. The options with the Exhibit 300 assessment are as follows (Figure 4).

a. Answer: Allows editing of the answers of the Exhibit 300

b. Version: Creates a carbon copy of the current “view” (using the “Date last
Scored” field) of the assessment. Note: only one Version can be taken
per “Date Last Scored.”

c. View: Opens an uneditable copy of the Exhibit 300 in the following
formats: standard HTML (reader/printer friendly), OMB XML, FOIA
HTML.

d. Download: Downloads the “View” copy of the Exhibit 300 directly to a
path you specify.

3 WorkLenz - Assessment List - Microsoft Internet Explorer

File  Edit ‘iew Faworites Tools  Help

@Back - \J - \ﬂ \ELI __;‘| ‘ /j\' Search ki:;"Favorites wMedia ﬁ‘f‘" L ,;_- é% ﬁ

Address I

roject Asses

WorkLenz P

sments [ f
e el 4 w N ‘o’ L
Portfolioc Program  Project  Phase Task
" Reports  Personal  Support  Logoff

ital Planning eatment Cartrol ¥

Azsezzments that apply to this tem

Action Azsezament Title Score Date Last Scored

Anzwver Yersion YWiew Dovwenlosd Exhkibit 300 FY2005 25497 03-21-2004 04:46:40
Anzwer Yersion YWiew Download Exhibit 300 FY2006 36.63 03-17-2005 05:39:52
Answer Wersion Yiew Download Life Cycle Costs 03-17-2005 051017

/v.l\.nswer “ersion Wiewy Download Exhibit 300 FY2007 3r.02 03-23-2005 03:19:45

vl
maétier | work forward
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Figure 4

5. Click on “Answer” to edit the Exhibit 300.

Navigation

6. Using the “View” option in the toolbar (Figure 5), you can navigate to various
sections in the Exhibit 300. In addition, there is a “Top” and “Bottom” function
that will take you directly to the top of the assessment and the bottom of the
assessment. The icons next to each of these functions exists in the toolbar also.

3 WorkLenz - Assessment Answers. hsoft Internet Explorer
File Edit “iew Faworites Tools  Help
. A & e ; ;
@Back g T \ﬂ \ELI ‘nl | - ! Search . Favorites G‘Mecha é‘\{‘ = = & “:fi
Address I
Project Assessments Answers
WorkLenz
Fileyy | View Taals 3 4 & ‘§| By &
T [Exnibit 15 Top | -
7 Fart |: 3 23 Far i
Part I: Capital information
1. Date Azt Plan technalogy 2004.DE.D5|
Thiz: fiel ahid imvestments D
Business anly:
2. Age Fai o 004
Fixed Any L
1B Partll:  » |rrvestment 03
3 ure Additional Description
Fixed An Buginess LB
Case Criteri O = 7
4..|_D.CG f;se il Justification: [#ppropriations and Unohligated B
This: fiel [ I.C. een 1 and 500 characters long.
5. Acc Technology Performance | Office of Chief Information Officer]
This figld = Goals and
3] Battom
B. AccOTMTTENIITEYY  lases
HALD R | 001301352
This field is required. it must be A IeE
7P Activi el - -
- Frogram ¥ [Irwestment |Cap|ta| Planning and Investment Ci
This field is required. it must be tanagement]
8. Mame of Investment I.E.
This field will be pulled by Wor Altemnatives Cost Assessment.
ol S_'S USDA Capital Flanming & Investment Control (CRIC)
9. Unigue Praject (Invest :hiéﬁﬂ} 005-03-03-01-0-1010-00-304-102
Thig field will be pullad by Wior and Cost Azsessment.
10. Irvestment Initiation D) Assessment 2002-10-01
e e R : _-l-:igu'r_e'S_”
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Functionality

7. The functionalities under “File” (not shown in screenshots) include “Store
Assessment Answers”, saving the changes made in WorkLenz, and “Exit,”
allowing you to return to the Assessment List screen.

8. The functionalities under “Tools” are the following (Figure 6):

a. Score Now: Run a series of algorithms that provides a preview of the
score OMB and OCIO will provide to the investment. Note, you must
Store Assessment Answers prior to validating.

b. Validate: Assure the data (answers to each question) is in the proper
format for submission to OMB. Note, you must Store Assessment
Answers prior to validating.

c. View Results: Provides an HTML or XML version of the Exhibit 300
business case. Note: HTML output converts the answers to text format
answers; therefore, paragraph tabs and special characters are stripped
out. All the information will still appear in its original format to OMB.

d. Download Results: Allows a download of the Exhibit 300 in the HTML
and XML formats directly to a computer.
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3 WorkLenz - Assessment Answers - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@Back “igd \ﬂ |EL| ._:\| ‘ /_" Search ME?':{I‘Fauorites @Media @i‘ T .,? a% 3
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- L4 L4
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Fie  View Wp Todk i1 4 5 B B He

{3t 300 FY200 Scoring M gl Score Mow I -
Part I: Capital Al #| Walidate i Results » Standard HTML
1. Date of this Submission Download Results v FOIA HTML 2004-08-05|
Thiz field iz required. t must be inthe @ Yersions OME 07 300 XML
2. Agency 005
Fized Answer - Answered by WorkLenz
3. Bureau 03
Fized Ansvwer - Answered by WorkLenz
4. Location in the Budget [sppropriations and Unobligated B4
Thiz field iz required. ft must be a plain text answer between 1 and 500 characters long.
5. Account Title | Office of Chief Infarmation Ofﬁcerl
Thiz field iz required. ft must be a plain text answer.
B. Account ldentification Code | EID13EI1352|
Thiz field iz required. f must be a plain text answer.
7. Program Activity [Capital Planning and Investrent ]
Thiz field iz required. {t must be a plain text answer.
8. Mame of Investrment
Thiz field will he pulled by WoarkLenz from the Life Cycle Cost Assessment.
USDA Capital Planning & fnvestment Control (GPIT)
9. Unigque Project (Investment) Identifier 005-03-03-07-01-1070-00-304-102
Thiz field will he pulled by WoarkLenz from the Life Cycle Cost Assessment.
10. Investment Initiation Date 2002-10-01
Thic fiald ic wallad ko ekl aner froem tho 'Deniccd FA cmraon (Fotimatad Ctad DNiota®
Figure 6

Editing Features

Exhibit 300 Questions: There are three types.

Fixed Answer:
Select an answer from a dropdown list (Figure 7). If the question that
follows is dependent upon the previous question, it will allow you to
answer or grey out the question accordingly.
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File View Tools &y & &5 = B 2

Thiz field is required. Please select yes or no.
19. 15 this investrent included in your agency's annual performance plan or multiple |YBS _v_|
agencies annual perfarmance plans?

Thiz field iz required. Pleaze select yes or no.

20. Daoes this investment support homeland security? - j
Thiz field is required. Please select yes or no.

L L]

- Select -

VES
Emergency Preparedness and ResntJ
Intelligence and WWarning

Cither _:I
[yes [

22, Is this investment information technology?
Thiz field is required. Please select yes or no. (See section 53 of the A-11 for definition.)

23. For information technology investments only:

23 a. Is this investment a Financial Management System? [no =]
Fleaze =elect yes or no.

[re =

Figure 7

Essay Format:
Open-ended questions that allow an essay formatted answer (Figure 8).
Each text field has a scroll bar on the right hand side allowing navigation
of the entire answer.

In addition, there are a number of formatting options for the text including:
font color, highlight and size options, bold, italic and underlining options,
right, left and center alignment options, ordered and non-ordered bullets
and indentations.

Hovering over an icon in the toolbar will display the function of that icon.

File View  Took 2 8 &5 B B

I. A 1. Provide a brief description of this investment and its status through your capital planning and investment control o
(CPIC) or capital programming "contral” review far the current cycle.
Thiz field can be entered in plain text, XHTML or Rich Text.

e B I U E E

Lo —
F— =

+
[Inf
-+
[lnf

L

bsap eplacement system, USDUA 15 conducting a pilot study of Meétier's WorkLenz—a |
software tool that suppotts IT project and portfolio management. TSDA expects to complete

thiz study m 2004, Currently TTSDA has begun migration from I-TIPS to the WorkLenz, When
"WotkLenz 13 filly implemented I-TIPS will be discontiued. Tntil then, I-TTPS will be used as a
backup for stoning CFIC data WorkLene provides project and portfolio management

functions, along with statistical evaluation of projects to mnprove planmng. WorkLenz will be

nsed by project staff and oversight personnel to provide project and portfolio status.

H

Figure 8
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Table functionality and navigation:

1. There are a number of options to navigating the tables (Figure 9). The
scroll bars on the right and bottom sides of the tables allow you to view
very long tables. To enter a table, single click on the desired cell and a
table cell will highlight. Navigation mode highlights the selected cell with
a light background. To navigate, you may use the tab and shift + tab to
move to the cells right and left respectively. You may also use the arrow
keys to move up, down, right and left.

Rows |15 | @

Fisc... Measureme... Measuremen... Measurement In...| Baseline |Planned im... Actual R.
2005Missionand  [Service Quality Mumber of 20 100 2
2005Missionand  Management | % of major projects g % 43% —
2005Frocesses andManagement Extent compliance S0% 95%
2005Technology  [Information and Extent to which 85% 0%

b7 | 2005[Processes andManagement Extent to which S0% Q0%
2005Frocesses andManagement Mumber of projects 3 20
2005Missionand  [Management Mumber of 493 320
2005Technology  Information and | Single tool used fo 0% 100%
2005Frocesses andManagement IT Budget revie Annual Auarter
2006Missionand  [Service Quality Mumber of 40 40
2006Missionand  [Management | % of major projects 43% Q0%
2006{Frocesses andManagement Extent compliance 95% 99%
2006(Technolocy  [Information and Extent to which Q0% 95%
2006Processes andManagement Extent to which 0% 0%

|

Figure 9

2. There are a number of functionalities to customize the tables. Columns
may be resized by clicking on the column divides in the headers with the
mouse and dragging them to the desired size.

New rows may be added or deleted by two methods (Figure 9):
a. Number area: The number of rows in the row box is the number
of rows in the table. Entering a higher number and clicking the

refresh icon & will add rows to the bottom of the table. Entering
a lower number and clicking the refresh icon will

Addition/Deletion icon: Clicking on the row addition icon adds
a new row to the bottom of the assessment only. New rows
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cannot be inserted in between two existing rows. Select the row

you want to delete by clicking on the grey area to the far left of the

data row. The far left cell will turn from ‘:[ to |EI Click the
delete row icon E in order to delete the row.

3. There are two methods for entering data into tables:

a. Direct entry (Figure 10): This method allows you to enter data
directly into cells throughout the data table. To edit a cell, double
click on the cell or begin typing into the cell. The cell will go from
highlighted to not highlighted.

Rowes |14 | @ @ @

Fisc... Measureme... Measuremen... Measurement In... Baseline Planned im... Act
2005Missicnand  Wanagement | % of major projects g % 43%| =
2005|Processes andianagement Extent compliance 0% 95%
2005Technology  lInformation and Extent to which 25% Q0%
2005Frocesses andianagement Extent to which 50% 90%,
2005Missionand  [Management Mumber of 493 330
2005Technology  [Information and | Single tool used fo 0% 100%

k| 2005Processes andiManagement T Budget revievvieeypgs of the E-Board Cuarter!
2006Mission and  [Service Quality MNumberof 40 40
2006Missionand  [Management | % of major projects 43% Q0%
2006[Frocesses andianagement Extent compliance 95% 99%
2006(Technology  lInformation and Extent to which 0% 95%
2006/Processes andhanagement Extent to which 0% 90%

I 2006Processes andianagement Mumber of projects 20 I 35_|T
4 4

Figure 10
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b. Form data entry (Figure 11): This method allows you to enter the
data for an entire row into a popup form. To enable the form, click
on the edge of the row you want to edit and click again on the row

edit icon |EI on the selected row. A form will pop up with an entry
field for every column on the selected row (highlighted). Click on

each entry field to edit the data. Fields that appear with dropdown
lists only are enumerated values and you may only select from the
values provided. Other fields are data specific (such as dates and
monetary fields) and will only allow data to be entered in a specific
format required by OMB. Click OK to save the data to the row.

Rowves |14 | @ |£| [ﬂ
Fisc... Measureme... [Measuremen...Measurement In... Baseline Planned im... Act
b7 | 2005Mission and  |Service Quality Mumber of 20 100 =
2005Mission and  |Management Yo of major projects g% 43%
2005Frocesses andManagement Extent compliance 50% 95%
__IFiscal Year: | 85% 90%
—INeasurement Area: IMissinn and Business Resutts 0% 90%
| ] ' 493 3320
Measurement Categony: | Service Quality 80% 100%
_|Measurement Indicator: [Murnber of Individuals trained in Pr] Weetings of Quarterl
— |Baseline: | 20 40 40
—{Planned i he Baseline oo g db budget o] 2o 904
anned Improvements o the Baseline: (Increased because budget © 950, a9%,
__|Actual Results: | | 90% 95%, —
L Ok | Cancel 90% 90% ;l
' Figure 11
14
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The FY2007 Exhibit 300 Scoring Report
1. Click the ‘Reports’ link in the utility menu (Figure 10) to launch the Report Center.

This menu is available on the splash screen (the first screen seen after logging
in) or the upper right hand corner summary screens.

Portfolio Summal .
WorkLenz g 2 tn’:aH L & v @
o SUMMmary Portfolic Program Project  Phase  Task

Reports Personal Support Logoff

Figure 10

2. The Report Center will open in a second browser window. The FY2007 Exhibit
300 Investment Scoring Report is available at the Project level only.

a YorkLenz Report Cente * for increasec' focus - U.S. Department of Agriculture - Mii:ri:lsofl':i'jl:

Figure 11

3. Expand the ‘Performance’ link and the ‘Custom USDA'’ link to select the FY2007
Exhibit 300Scoring Report (Figure 12).
a. Project level — Select a program office and an investment and
click ‘work forward.’

2 WorkLenz Report Center for increased focus - U.5. Department of Agriculture - Microsoft Intern

=10)

'Pnrtfoiio Program

=-Performance

é----OMEI-Specific Earned Yalue Report FY2007 Exhibit 300 Scoring Report

i--Phase Performance

Praoject Planning

é----Scorecard Report Program |Oﬁ'|ce of Chief Information Officer j
é---Custnm UsDA Project IUSDA Capital Planning & Irvestrent Control j
é----Exhibi‘t 300 FYy2005 Sooring
§....Exhibn 300 F2006 Scaring

L2006 Exhibit 300 Scoring Report
.FY200T Exhibit 300 Scor ing Report work foreard |
E-Schedule

E-Resources
EH-Adrmin p‘,{

meétier | work forward
Figure 12
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4. The report provides general information about the investment selected (not
shown in the screenshot). Following this, the report provides a scoring range for
each section based on the Exhibit 300 pre-scoring algorithms. This is not the
final score of OMB but a prediction of what OMB will provide based on the
answers to the questions in the Exhibit 300. For each section, improvements
based on the answers to the section questions are provided. Each improvement
references a specific question (Figure 13). The report finishes with an estimated
overall investment score range.

) WorkLenz Report - FY2007 Exhibit 300 Scoring Report - Microsoft Internet Explorer _1oj =]
File Edit Wiew Favorites  Tools  Help | !‘_r' |
=

President's Management Agenda {PMA):

Estimated Score! (4-5)

Section Description:

The President's Management Agenda (PMA) was created to reduce costs and increase efficiency within
the federal government. In general, to demonstrate compliance with the PhA, investments should
demaonstrate collaboration with other federal Agencies, and the implementation of e-Gov strategies, which
employ commercial business practices. To scare successfully, investments in the steady-state phase
should demonstrate that they have recently completed an eGov strategy review.

Improvements:

For question L.B.1.:
« Specifically identify the Agency's stratedic goals and objectives to which the investment is linked.
s« The strategic goals and ohjectives can be found in the Agency's strategic Plan document.

For question I.B.3.:

« Describe, in detail, how this investment will reduce costs to existing investments or will improve
efficiencies in the government. Specifically, focus on the resulting cost and efficiency gaing provided by
this investment.

Figure 13
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